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Risk Assessment                                          

	Activity:
This Risk Assessment covers any school/college events and opportunities that are based on UON campus sites 


	Reference No:
	On campus SE

	
	Assessed By:
	Natasha Mycawka


	Location: All University of Northampton campus sites
	Date amended
	Oct 2025

	
	Revision date:
	Oct 2026

	Event Title: School/college visit to University campuses 



	Hazard
	Who might be harmed and how
	Existing Control Measures
(What are you already doing already to manage the risks?)
	Additional Control Measures
(Are additional control measures required to bring the risk down to an acceptable level? If so these should be detailed here)
	Person for Action
	Action Due By
	Complete?
	Risk Level

	Moving school/college pupils around the UON site
	
	
	
	
	
	
	

	Collisions (pedestrian and vehicle) 
	All staff, school/college pupils and visitors  
 
Impact, collision.  Resulting in injury 
	Walking routes on pavements with designated crossings available.  
 
Vehicle routes clearly marked. Team designated to meet and greet of coaches/visitors. 
No cross- campus vehicles allowed on campus other than buses
	Once arrived on campus, visitors are escorted by UON staff/Student Ambassadors
	Event lead, Event staff
	On the day
	
	6

	Lost visitors and school/college pupils
	All staff, school/college pupils and visitors. Local community 
	School/college registers kept by school staff
Contact phone numbers between school/college staff and UON staff
School/college staff meeting point identified

	
	
	
	
	1

	Signage across the campus
	School/college pupils, staff
	Visitors are always met on arrival and accompanied. 
Access instructions provided prior to event to all visitors.     
Switchboard available for incoming calls  
Security on campus 24 hours.
UON staff clearly identified with staff lanyards and introduced at the beginning of the day  
	Maps provided to teaching staff
	Event lead
	On the day
	
	1

	Activities with UON staff and UON Student Ambassadors
	
	
	
	
	
	
	

	Injury, activity inappropriate to age group
	Child, staff or pupils
Injury, stress, shock
	Department/staff offering activity will adhere to/provide to organiser their Risk Assessment for use of specialist facilities and equipment if additional to school/college style classroom delivery.
Health and Safety procedures when using equipment will be introduced and followed.
School/College Engagement/Liaison Team to assess activity and advise if year group appropriate.
If first aid is required, the Security Team are trained in first aid.
Use of SafeZone app or phone security for first aid and other incidents

	· Personal Protection Equipment will be used where necessary

	Workshop lead 
	on the day
	
	2

	Use of computers/internet for under 18 - Searching for inappropriate items 
	School/college pupils


	Pupils will only be given computer log-ins from IT for the duration of their activity and only if the activity demands it.
When using them staff will attempt to ensure safe use
School/college staff will monitor PC usage.

	Pupils will be reminded by the lead of appropriate use policy.
Optional - Pupils will sign a code of conduct to use the computers/internet appropriately.
	Event lead
	Prior to on at the start of event
	
	4

	Appropriateness of venue e.g. trip hazards in venues
	School/college pupils and staff
	Lead staff to check area and adjust room if and when necessary.
UON staff work with UON facilities to ensure the venue is free from hazards – use of Facilities help desk if needed to resolve any issues found on the day.
	
	
	
	
	1

	Exposure to hazardous and/or dangerous chemicals/facilities

Improperly dressed for planned and outlined activity
	School/college pupils and staff

Injury, stress, shock
	Advice on proximity to workshop practical activities.
Outlines of workshop content to school/college.
RA for host provider/faculty/institute.
PPE equipment to be used where appropriate.
Appropriate group number for practical delivery identified.


	If visiting the Institute for Leather Technology, the information sent to school/colleges/ prior to the should include the need for enclosed footwear and appropriate clothing to be worn by all participants whether staff or pupils

	Event lead
	Prior to start of event in booking information to school/colleges
	
	6

	Activities provided by School Engagement/Liaison Teams (school/college staff present or not)
	
	
	
	
	
	
	

	UON staff working with school/college pupils with school/college staff present
	School/college staff and pupils/UON staff

Safeguarding issues, injury, inappropriate behaviour




	UON staff to assess activity planned and decide upon appropriate year group.
PPE appropriate to the activity will be used as needed.
Delivery space used appropriate to group size, activity and age group.
SL and SE team to hold current DBS check.
[bookmark: _Int_iVYvzEP2]Activity lead to be point of contact for Student. Ambassadors with regards any safeguarding issues raised.
School/college staff to have responsibility for their cohort whilst on campus.
School/college to provide specific details of pupils to ensure the event is accessible for all who attend including any disabilities.
	Where necessary Student Ambassadors will be employed or UON staff will be asked to join activities so that enough adults are available to supervise activities effectively.
Team will adhere to the previous hazard assessments regarding child safety whilst on campus.
	Event lead
	Prior to event
	
	3

	 UON staff working with school/college pupils with school/college staff not present
	School/college pupils
Student Ambassadors
	Host school/college activity lead name or parent/carer contact details collated by activity lead.
Staff and Student Ambassadors to adhere to the safeguarding training and advice.
	
	
	
	
	

	Accompanying school/college pupils on coaches
	School/college pupil/staff
	University arranged trips must have members of staff on board to a minimum of 1 adult per 15 young people.
UON staff to work in pairs.
Each school/college pupil is to have permission from their parent/carer AND school/college to attend.
Each school/college pupils is to provide allergy/illness/dietary reqs/personal contact/emergency contact information to the UON staff team prior to the event.
Each school/college pupil is to meet the UON staff team in the morning at the Campus either via a university arranged taxi/ school/college mini-bus or a pre-arranged parental drop off.
School/college/parent will be provided with the UON team contact information and a SPOC to contact in an emergency.
First aid kit will be taken on the coach for the journey. Once at each destination, all first aid will go through the event organisers/the venue based upon arrangements made.
A packed lunch will either be provided by the university catering team or pupils will be pre- warned that they need to bring their own food/monies.
Pupils will be briefed / directed as to how long they should be spending in the venue / a meeting point / where to meet for lunch.
Should a school/college pupil fall ill and wish to go home, from events where there is no teacher present, arrangements will be made by the university in conjunction with the school/college and/or parent/carer of individual pupils.
Should any walking between UON campuses (for example Waterside and Development Hub), venues, or from school/college transport need to happen, the lead UON staff member is to pre-plan all walking routes and share this with accompanying school/college/college staff within the pre-visit pack.
	RA and personal liability from exhibition centre to be obtained and shared with school/college upon request
 
All SE and SL team to have current DBS in place
 
Emergency evacuation procedure to follow the convention providers. However further meeting point information will be given to the pupils
 
When walking between campuses, venues and from school/college transport, groups are to take care on pavements, road crossings and cross safely with their school/college staff who is responsible for their safety
 
UON staff will alert school/college staff to any potential issues that may exist for example temporary repairs or pavement closures.
	SE & SCL teams
	Prior to event
	
	4

	Activities with external providers on UON campus
	
	
	
	
	
	
	

	Pupils working with staff from outside organisation
	Safeguarding consequences, injury, inappropriate activity.
Pupils/staff
	UON staff team to assess activity and decide upon year group invited.
UON team to attend at least one of the dates that the providers run for quality assurance.
School/college staff to stay with their group at all times during external providers delivery.
	Any activity run by outside organisation will be risk assessed by them and shared with university staff and school/colleges engaged in project
 
Organisation staff will adhere to child safeguarding policies.
 
DBS status will be requested for any staff working with the school/college pupils
	Event lead and provider
	Prior to event
	
	4

	School/College Exhibitions on UON Campuses
	
	
	
	
	
	
	

	Cross venue/partner responsibilities
	Visitors, pupils, staff, onlookers
 
Injury, stress, shock through lack of clear roles
	For events that are arranged with partners (e.g. STEAM Northants, UCAS), responsibility for the RA falls to the UON staff member arranging the venue/space/exhibition/attendance of external providers and their RA being collected.
UON staff will always retain responsibility for informing/leading UON pupils/staff working an event.
Visiting school/college staff will always retain responsibility for their pupils.
 

	UON pupils/staff working an event will be told who they’re to contact in an emergency (event lead or named individual). Their roles will be made clear to them as will any first aid/evacuation procedures
 
UON pupils/staff are to follow the venues health and safety procedures
 
Event lead will follow any safety procedures requested by the venue (i.e. UON staff/Student Ambassadors not being allowed in certain areas or planned avoidance of 1:1 situations with young people/adhering to child safety rules). However, the venue holds responsibility for notifying lead of any special measures that need to be taken
	Event leads to plan and request
	2 weeks prior

	
	3

	Overcrowding / flow of event.
	Delegates, UON staff, School/college staff or pupils
and visitors
	For a UON lead exhibition, spaces will be set out to allow space behind exhibitors and for guests to stand in front of their space. Gaps will be left between tables. 
Event lead to plan out events capacity (with visitors and guests in mind).
When an event is taking place off campus, the venue holds responsibility for keeping their own site safe, following their own catering standards and the first aid and security arrangements. The venue will supply their Risk Assessment to the team prior to the event. 
	Visitors will enter in intervals and the numbers will not go over the room’s capacity.
	Event lead to plan and request
	2 weeks prior
	
	3

	Exhibitor arrivals and departures
	Exhibitors, staff, visitors

Confusion, Injury, stress, shock
	Exhibitors to be aware of the dangers of moving their own equipment and time needed to safely transfer it from vehicle to venue. 
Set-Up to be complete before arrival of pupils.
 

	All exhibitors are to be provided with an exhibitor pack which will give them the information needed for as smooth an arrival as possible. To include:
Start and end time
Set-up/take down time
Contact details of event leads.
Directions to event.
Details of where to find their allocated space.
Parking arrangements.
	Event lead
	2 weeks prior to event
	
	6

	Poorly maintained/unsupervised equipment brought in by delegates
	
Delegates, Staff
Pupils.
Broken bones, bruising, cuts, head injury.
	All delegates asked to use only well maintained and PAT tested equipment.
Delegates will be able to specify what they are bringing so that plans can be made to suit needs.
When needing power, all attempts at placing them near sockets will occur. 
Extension cables will only be used where necessary, care will be given to their placement 

	Exhibitors are responsible for ensuring the safety of all their equipment and presentation areas.
	Event staff
	On the day
	
	3

	Fire Risks
	
	
	
	
	
	
	

	Fire on campus or evacuation of buildings needed
 

	All staff, pupils and visitors  
 
Risk of fire resulting in multiple casualties and damage to university buildings  
 
 
	A thorough fire risk assessment has been completed for all University buildings by the UON Safety Team .
 All University buildings have a no smoking policy .
 
Refer to the fire safety policy and procedures for existing control measures .
Fire action notices and emergency signage is displayed across all campus buildings to direct visitors to the correct assembly points as well as instructions and what to do if they hear the fire alarm or if they discover a fire.
 System in place for raising the alarm and  
suitable means of escape which are free from obstruction . 
Fire assembly points communicated to staff and visitors in advance of campus visit.
Security team trained as fire wardens and on campus during event.  
Fire practices are performed weekly on all UON sites.
	Briefing for all staff teams on what to do in the event of discovering a fire as well as online fire safety training
	Security and Fire officers. Event staff 
	Each event 
	
	3

	Security Alert
	
	
	
	
	
	
	

	Additional visitors and vehicles on campus without visitor passes
	All staff, pupils and visitors 
	Younger aged groups are accompanied by teachers and Adults other than teachers (AOTTs).
 Staff responsible for specific areas of the campus during events as a point of contact and to supervise event areas.
Vehicle access via barrier control.

	
	All event staff
	All staff
	
	3



UON Staff confirmation signature:
I confirm that I have read and where necessary added additional information to this generic RA to match my UON activity/opportunity:

Staff name:                         Natasha Mycawka, Widening Access Manager                                                            Faculty/Directorate: Equality and Access

Date: 			16th October 2025


Risk Assessment Matrix 

	SEVERITY
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	SEVERITY
	
	
	
	LIKELIHOOD
	
	

	5
	Multiple fatality
	
	
	5
	Very Likely
	

	4
	Fatality
	
	
	4
	Likely
	

	3
	Major injury
	
	
	3
	50/50
	

	2
	Minor injury
	
	
	2
	Unlikely
	

	1
	Negligible impact
	
	
	1
	Very Unlikely
	



The aim is to reduce the risk by prevention or control measures so far as is reasonably practicable.

Explanatory Note:

	Risk
	
	Likelihood
	

	16-25
	Very high (Do not proceed without authorisation from your Dean/Director)
	Very Likely
	Most likely to occur than not.

	12-15
	High
	Likely
	The event will occur in most circumstances.

	6-10
	Medium
	50/50
	Has the potential to occur

	1-5
	Low
	Unlikely
	Unlikely to occur

	
	
	Very Unlikely
	The event may only occur in exceptional circumstances.

	
	
	
	

	Severity
	
	Action Priority
	

	Multi fatality
	Self-explanatory
	Low
	6 months to complete

	Fatality
	Self-explanatory
	Medium
	3 months to complete

	Major injury
	Reportable incident under RIDDOR such as fracture of bones, dislocation, amputation, occupational diseases (e.g. asthma, dermatitis), loss of sight.
	High
	1 month to complete or to make satisfactory progress

	
	
	Immediate
	Activity should not proceed until satisfactory progress has been made.

	Minor injury
	First aid administered.  This would include minor, cuts, bruising, abrasions and strains or sprains of ligaments, tendons, muscles
	
	

	Negligible impact
	Self-explanatory
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